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§1228.10

on electronic mail systems, see 36 CFR
1234.32.

[55 FR 27428, July 2, 1990, as amended at 60
FR 44640, Aug. 28, 1995]

Subpart A—Records Disposition
Programs

§1228.10 Authority.

The head of each agency (in accord-
ance with 44 U.S.C. 2904, 3102, and 3301)
is required to establish and maintain a
records disposition program to ensure
efficient, prompt, and orderly reduc-
tion in the quantity of records and to
provide for the proper maintenance of
records designated as permanent by
NARA.

[55 FR 27428, July 2, 1990]

§1228.12 Basic elements of disposition
programs.

The primary steps in managing a
records disposition program are given
below. Details of each element are con-
tained in the NARA records manage-
ment handbook, Disposition of Federal
Records (NSN 7610-01-055-8704).

(a) Issue a program directive assign-
ing authorities and responsibilities for
records disposition activities in the
agency and keep that directive up to
date.

(b) Develop, implement, and main-
tain an accurate, current, and com-
prehensive records schedule.

(c) Train all agency personnel taking
part in the agency’s records disposition
activities.

(d) Publicize the program to make all
agency employees aware of their
records disposition responsibilities.

(e) Evaluate the results of the pro-
gram to ensure adequacy, effective-
ness, and efficiency.

[55 FR 27428, July 2, 1990]
Subpart B—Scheduling Records

SOURCE: 55 FR 27429, July 2, 1990, unless
otherwise noted.

§1228.20 Authorities.

(a) The head of each agency shall di-
rect the creation and preservation of
records containing accurate and com-
plete documentation of the organiza-

36 CFR Ch. XII (7-1-99 Edition)

tion, functions, policies, decisions, pro-
cedures, and essential transactions of
the agency (44 U.S.C. 3101). The Na-
tional Archives and Records Adminis-
tration shall establish standards for
the retention of those records having
continuing value, and assist Federal
agencies in applying the standards to
records in their custody (44 U.S.C.
2905).

(b) No Federal records shall be de-
stroyed or otherwise alienated from
the Government except in accordance
with procedures described in this part
1228 (44 U.S.C. 3314).

§1228.22 Developing records sched-
ules.

The primary steps in developing
agency records schedules are given
below. Details in each step are con-
tained in the NARA records manage-
ment handbook, Disposition of Federal
Records (NSN 7610-01-055-8704). Ulti-
mately, all records of an agency must
be scheduled, but they need not all be
scheduled at the same time. An agency
may schedule the records of one func-
tion, program or organizational ele-
ment at a time.

(a) Determine the functions and ac-
tivities documented by the records to
be scheduled.

(b) Prepare an inventory of the
records including a description of their
medium, location, volume, inclusive
dates, informational content and use.

(c) Evaluate the period of time the
agency needs each records series or
system by reference to its uses and
value to agency operations or legal ob-
ligations.

(d) Based on agency need, formulate
specific recommended disposition in-
structions for each records series or
each part of an automated information
system, including file breaks, retention
periods for temporary records, transfer
periods for permanent records, and in-
structions for the retirement of records
to Federal records centers, when appro-
priate. Recommended retention periods
take into account the rights of the
Government and the rights of those di-
rectly affected by agency actions.

(e) Assemble into a draft schedule the
descriptions and recommended disposi-
tion instructions for logical blocks of
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